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21 Octefeefl' 


MSMQRAHDUM FOR: CIA Records Management Board 

SUBJECT : Quarterly Report of Records Management Activities 

in BBS Area 


The intent of this report is to summarize significant Records 
Management Activity in the DBS Offices for the period 1 July thru 
30 September 1969 = 

Statistics compiled from reports received, from the DBS Offices^ 
indicate that 644 cubic feet of records, stored at the Agency Records 
Center, were authorized for destruction during this reporting period. 

This increases the cumulative total to 2,9^7 cubic xeec autnorizeu for 
destruction since the Purge started in August x^68. Alchough a few 
offices indicate tiiat their purge action is completed, other offices, 
continue to purge and one in particular continues to record substantial 
reductions in their records stored at the Records Center. 

A comparison of total records of tne Ofxice of personnel i^l ouly 
1968 with 30 September 1969 ) indicates that there has been a 36 % 
reduction in the volume of their records at the center. The fact tnat 
3 6 $ is a net reduction, which includes all records transferred bo tne 
Records Center since July 1968, makes this quite significant. .Since 
the beginning of the purge the Office of Logistics reduced their 
holdings 15$ and Office of Training 13$. 

In addition to the above records destruction activity, the Office 
of Security has forwarded for review and approval a complete revision 
to their Records Control Schedule and five (5) offices revised. portions 
of their Records Control Schedules. These revisions resulted in the 
establishment of more realistic and reduced retention periods. Tiie Office 
of Communications also started in September, an internal ' Office Records 
Cleanup Program” to be completed in Becember of this year. Success 
in this endeavor should certainly reduce the future volume of records 
that would otherwise ultimately be transferred to the Records Center. 

Through the use of summer employees the Medical Office was able 
to relieve a serious space problem in the file room. Ten thousand 
(10,000) inactive files were retired to the Records Center. It is true, 
this action does not reduce their holdings in the center, but it does 
result in economy. It resulted in a cost avoidance of vj>3>J0J (the cost 
of another power file). In addition, the adoption oa. a color coding 
system used in the filing of X-Rays has permitted an acceleration in 
the retirement of X-Rays thereby conserving file space. 
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keeping "payroll vouchers for indigenous employees" the same period of 
uime ( yt> years , tnat we no op ci.x icim payroj — L records ox £o9.xj. employees# 
It was the consensus of representatives of the Office of Finance, Policy 
unci Planning Staff, Compensation and Tax Division, Support Staff and 
who undersigned, that the present decision was based upon inadequate 

vJ,vjid Cl’ i ^ 0 X Oil Ox x j. j-0 CO^ucIlG S/ilCX o.0.cLC uxlh-S ^OX* V*0 j ry QJ?(jD3s‘u-L'^ CcxKi OS 

resolved within the Agency without going to the Comptroller General. 


Since it was felt that State and Defense may have similar problems 
concerning records on their foreign employees we scheduled meetings wish 




Lr Records Management and Financial personneJ 


Hi. We found the meeting 
wren State to ce quite fruitful. The next step is the preparation of a 
paper by the Office of Finance which will include a more detailed and 
exacting description of the file content. This paper will be presented 
to the CIA Records Administration Officer and the General Counsel for 
review, and we hope approval, of less rigid retention periods for files 
of certain types of indigenous employees . 


In an attempt to determine tne extent to wnicn microj-ixm cecnniques 
■essntly being employed each LD/S Office was asked to identify each 
Urn. project and give Its purpose. The following offices are 
ro^y cngcigcd. in ix.jjTj.i-ng op 0 t &~ o h g ns • 


Office 


# ox? Projects 


Purpose 


Personnel 


6 


Vital Records 


Security 

Medical 


11 Vital Records 

2 (l) Operational Reference 

(l) Vital Records 


Finance 7 

Communications 1 


Vital Records 

Operational (Engineering) 
Equipment 
Drawings 


In addition to the above microfilm projects the Office of Security 
plans to start microfilming of IRD records on 1 November 1969 . This 
filming is not for the Vital Records Program, but for current every 
day use and ultimate retirement as inactive records. At the present 
time there are 388 cubic feet of these paper records at the Record 
Center, and 466 cubic feet in headquarters office area. On 1 November 
Security will pull the records back, purge files, revise the control 
schedule and return the balance to the Record Center, Eventually, after 
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these records returned to 
I have been informed that this 


_l c cj .ioped ohau iar x^oxt Q_u.arvor ■, e~-.vuj.ng 3 -g hecemDer ohru 

better • screening before transferring, we wall be able to reduce the 
volume of accessions. It is further hoped that the payroll problem as 
described above will have been evaluate cl cinci &, x &vopsiD x© decision 

jC C/IClCX* GCL « 

_l~c is axso an'cicxpauea. J &r~sjo v? - © ‘W’l.i.x os s 6 ©King "bne aivic© of 
microfilming experts in order to establish microfilm operations in- 
volving sizeable collections of "long terirf' inactive records holdings. 
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